
Group Creation Workflow 
 

Phase 1 - Planning 
First Thing - Does your community of practice already exist? 
Who will help you moderate? 
What purpose do you want your group to serve? 
What are the goals of the group? 
What topics do you want to have ready for potential group members? 
What topics do you want to have in your back pocket if activity lags? 
Think Logistics 
Fill out your Group Creation Worksheet! 

Phase 2 - Implementation 
Create Your Group 
Populate topics 
What should a pinned, introductory process post say? 

Phase 3 - Execution 
Let others know about your group 
Check up on your group 

Group Creation Worksheet 
 
 

  



Phase 1 - Planning
 

First Thing - Does your community of practice already exist? 
Do a search using keywords related to the group you’d like to create.  Does another community 
appear in the search results?  Check it out.  Look at the community description - does this 
community serve the same or similar purpose to the group you’d like to create?  Do the topics 
discussed cover the bases you’re looking to cover? 
 
Yes?  Reach out to the Facilitator(s). 
 
No?  Let’s get cracking. 

Who will help you moderate? 

Why? Questions to consider 

Monitoring and responding to comments in 
your group is important.  You may find it 
daunting to login everyday.  Enlist the help of 
others to help you. 

Who has the knowledge of your subject to 
contribute with authority? 

Who has the time to regularly check the 
group and respond when necessary? 

*The Group Strategy document provides the various roles allowed for in groups, and helps you 
further flesh out who should serve in which role. 

What purpose do you want your group to serve? 

Why? Questions to consider 

People should be able to easily understand 
what your group is for.  Identifying a group 
purpose will make it clearer to participants 
about questions or information they should 
post. 

What void will it fill? 

What are the parameters? 

What are the goals of the group? 

Why? Questions to consider 

https://mylearning.nps.gov/wp-content/uploads/2016/07/Group-Strategy.pdf


Identifying what you want participants to gain 
for your group will help you structure it in 
such a way that they will be able to more 
easily and comfortably participate. 

What will participants get out of it? 

What will participants be able to do as a 
result of the group? 

What topics do you want to have ready for potential group 
members? 

Why? Questions to consider 

Having populated topics will provide structure 
to your group, giving participants a clear 
picture on what they can use your group for 
and make it easier for them to engage. 

What topics are critical for success based on 
group purpose and goals? 

What topics would be easy for you and other 
group moderators to populate? 

How would you describe these topics to make 
their purpose clear? 

What topics do you want to have in your back pocket if activity 
lags? 

Why? Questions to consider 

Sometimes people may not engage with the 
frequency that you’d like them too.  Having a 
document of seeder topics will allow your 
team to easily post information and questions 
relevant to your community. 
 
This document will be one that can 
continually be added to, and never needs to 
be “done.” 

Are there frequently asked questions that 
you’d like to address...eventually? 

What kind of information generally 
encourages engagement within your 
community? 

Would you like other members of your team 
to reply to these topics to help generate 
conversation? 

*There is a draft seeder topic document available for you to access and download.  It provides 
an example of how to use the document.. 

Think Logistics: 

Why? Questions to consider 

https://docs.google.com/document/d/1nR0bbQhWeGM10XxoISaiHSOORM8aTdW-yezKMQsAlfk/edit?usp=sharing


Group settings determine who can engage in 
your group. 

Will your group be Public, Private, or Hidden? 

Will your group be available to the general 
public, or NPS employees only/ 

Fill out your Group Creation Worksheet! 
● See below 

 

  



Phase 2 - Implementation
 

Create Your Group 
● For help going through the group creation process, please view this help video 

[forthcoming].  Or, you can contact Molly Russell for a personalized walk-through. 

Populate topics 
● Use the list pre-populated topics you created in Phase 1 . 

What should a pinned, introductory process post say? 

Why? Questions to consider 

Introductory process posts explicitly tell 
participants what the group purpose is and 
what is expected of them.  They also provide 
how-tos for participants who may not yet feel 
comfortable using the CLP Commons. 

What should people know about the purpose 
and goal of the group? 

Based on the types of topics you’ve identified, 
what do people need to know how to do? 

Are there any behavioral expectations you’d 
like to outline? 

 
Resources: Process Post Language - a breakdown on how to welcome participants and outline 
the purpose of your group to ensure for useful engagement. 
 

 

  

https://docs.google.com/a/doi.gov/document/d/18aAfWmT2hHGb45wsOY3xB4qi1I5oIbWqo7M2-AKBYEk/edit?usp=sharing


Phase 3 - Execution
 

Let others know about your group 
One way to get folks engaging in your group is to advertise it.  For ideas on executing a 
communications strategy, please check out the section entitled “Supplement” within the Group 
Strategy document. 

Check up on your group 
● Post; create topics 
● Respond to posts in your topic 
● Get your team to post in your topic 
● Ensure posts comply with Commons Etiquette Guidelines 

 
Resources:  Commons Etiquette Guidelines - a listing of etiquette standards Commons 
members are expected to comply with, as well as how to respond to those posts that don’t 
comply. 
 

  

https://mylearning.nps.gov/wp-content/uploads/2016/07/Group-Strategy.pdf
https://mylearning.nps.gov/wp-content/uploads/2016/07/Group-Strategy.pdf
https://docs.google.com/document/d/1hIIaXC7QRLyRPZbEJqBQbxlHsmcVDBQ7WwGriBRWoGc/edit?usp=sharing
https://mylearning.nps.gov/groups/welcome-to-the-commons/forum/topic/commons-etiquette-3/


Group Creation Worksheet 
Copy and paste this page into a new Word document and send to Molly Russell 
(molly_russell@nps.gov) when you’re ready to create your group.  You will be contacted shortly 
thereafter to discuss your strategy. 
 
Group Name: 
 
Team Members: 
 
Group Settings: 
 
Group description:  (Keep it short and to the point!) 
 
Pinned Post Language: 
 
Topics: 

 
Questions for Learning Communities Manager: 
 

mailto:molly_russell@nps.gov

